RESET

EMAIL TO:

1. NAME (LAST, FIRST, MIDDLE INITIAL)

2. SOCIAL SECURITY NO.

3. POSITION TITLE/SERIES/GRADE

4. ORG CODE (DEPT.,DIV..BRCH)

5. P.D. NUMBER

6. RATING PERIOD: FROM

TO

DUTY STATION:

7. RECORD OF REVIEWS AND FINAL APPRAISAL

PERFORMANCE PLAN ESTABLISHED
(WITHIN 30 DAYS AFTER START OF PROGRESS SPECIAL FINAL
RATING PERIOD) REVIEW REVIEW APPRAISAL
SIGNATURE DATE | SIGNATURE DATE | SIGNATURE DATE | SIGNATURE DATE
RATER
EMPLOYEE
REVIEWER
REQD FOR
"U" ONLY
8. RATING OF RECORD: [[]J ACCEPTABLE [ ] UNACCEPTABLE
9. PERFORMANCE PLAN ATTACHMENTS [J YES [] NO REVIEWER'S INITIALS ("U"” ONLY):
10. EMPLOYEE'S POSITION DESCRIPTION IS CURRENT AND ACCURATE
[] YES (] NO SUPERVISOR'S SIGNATURE
COLUMN A COLUMN B COLUMN C COLUMND
ANNUAL APPRAISAL
CHECK IF PERFORMANCE PERFORMANCE STANDARDS RATING
APPLICABLE ELEMENTS INDICATE ACCEPTABLE LEVEL CHECK ONE BOX
CRITICAL/ADDITIONAL "A" U
O CUSTOMER FOCUS (C) ¢ DEMONSTRATES COMMITMENT TO ENSURE CUSTOMER ] O]
: SATISFACTION
*  ASSUMES RESPONSIBILITY FOR RESOLVING CUSTOMER
PROBLEMS AND COMPLAINTS
*  SETS REALISTIC CUSTOMER EXPECTATIONS
¢ FOLLOWS THROUGH TO ENSURE COMMITMENTS TO
CUSTOMERS ARE MET
¢ SOLICITS INPUT AND IS OPEN TO IDEAS FROM
CUSTOMERS
¢ DEVELOPS CUSTOMER CONFIDENCE
] COMMUNICATION (C) s CLEARLY COMMUNICATES IDEAS VERBALLY AND IN O O
WRITING
*  KEEPS SUPERVISOR, CUSTOMERS, AND CO-WORKERS
INFORMED
»  PROMOTES AND USES CANDID AND OPEN
COMMUNICATION '
¢ PROVIDES CORRECT AND CONSISTENT INFORMATION
¢ USES APPROPRIATE AND EFFICIENT CHANNELS OF
COMMUNICATION
] TECHNICAL ¢ DEMONSTRATES AND UNDERSTANDS THE DUTIES AND O O
KNOWLEDGE (C) RESPONSIBILITIES OF THE JOB
e  DEMONSTRATES THE KNOWLEDGES, SKILLS, AND
ABILITIES TO DO THE JOB
*  UNDERSTANDS THE MISSION AND VALUES OF THE
COMMAND
*  STAYS CURRENT AND EXECUTES NEW DEVELOPMENTS,
CHANGING PRIORITIES, OR REQUIREMENTS
* __KEEPS ABREAST OF CRITICAL ISSUES AND DETAILS

NETPDTC 12430/3

(12/01)




COLUMN A COLUMN B COLUMN C COLUMN D
ANNUAL APPRAISAL
CHECK IF PERFORMANCE PERFORMANCE STANDARDS RATING
APPLICABLE ELEMENTS INDICATE ACCEPTABLE LEVEL CHECK ONE BOX
CRITICAL/ADDITIONAL : -
QUALITY (C) »  COMPLETES WORK ASSIGNMENTS IN A TIMELY MANNER OJ
¢  DEMONSTRATES ATTENTION TO DETAIL AND ACCURACY
e SHOWS A COMMITMENT TO QUALITY AND EXCELLENCE
e SEEKS AND MAKES CONTINUOUS IMPROVEMENT
o TAKES ACTION TO RESOLVE PROBLEMS WHEN QUALITY
FALLS BELOW ACCEPTED LEVEL
O TEAMWORK (A) o WORKS EFFECTIVELY IN GROUPS AND HELPS OTHERS TO O ]
GET THE JOB DONE
PARTICIPATES IN RESOLVING TEAM CONFLICTS
ESTABLISHES AND MAINTAINS COOPERATIVE WORKING
RELATIONSHIPS
*  REMAINS FLEXIBLE AND OPEN TO NEW OR DIFFERENT
IDEAS
¢  FOCUSES ON TEAM EFFORTS ON MOST EFFECTIVE
MISSION ORIENTED STRATEGIES
] SAFETY (A) ¢ KEEPS THE WORKPLACE SAFE, CLEAN, AND FREE OF ] ]
CLUTTER AND HAZARDS
*  ADHERES TO ORGANIZATION SAFETY PROGRAM
INSTRUCTIONS
UJ U U
U | U
U ] U
] U U
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